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DISPOSE OF PRESENT A C C U M U L A T I O N ;  
N O  FURTHER A C C U M U L A T I O N  A N T I C I P A T E D .  

'''What i s  the  function of the  o f f i ce  i n  which t h i s  record series is  created? 

A. 
t o  the handicapped people within a geographic area of the  state. This includes but is not 
limited to: 
problems ttnd pbtentials; developnent of rehabi l i ta t ion  plan, provision of services for  re- 
habi l i ta t ion ;  measuring the  clients progress; accountability of services rendered and j u s t i f i d . -  
cation of closure of case. 

Vocational Rehabilitation Office i s  responsible for  proktding rehabi l i ta t ion  services 

ident i f ica t ion  of client and clients handicapping problem; assessment of clients'  

. Earl ies t  & Latest 
Dates of Series 

19. Exact: Ser ies  T i t l e  

1 1 -  This f i l e  contains the following documents (include form numbers and t i t l e s ,  i f  any, 
and f i l e  arrangement). . I  

Documents r e l a t ing  t o  case h i s t o r i e s  i n  vocational rehabi l i ta t ion.  

Included are: papers identifying c l i e n t ;  ident i f ica t ion  of c l i e n t ' s  
problems; assessments of vocational, medical and soc ia l  
factors  ; establishment of e l e i g i b i l i t y  f o r  rehabi l i ta t ion  
service; development of rehabi l i ta t ion  plans ; documentation 
of case progress; and ju s t i f i ca t ion  f o r  closure of case. 

The f i l e  i s  arranged alphabetically by case. 

. 
ATTACH SAMPLES OF THE FILE 



13. Is t h i s  t h e  Record Copy of t h e  s e r i e s ?  , 1x1 [ 3 

1 4 .  Is t h e r e  a dupl ica t ion  of  t h i s  s e r i e s  i n  another o f f i c e  o r  agency? [ 1 [XI  

1 5 .  Is the  information contained i d  t h i s  s e r i e s  ever summarized o r  published? [ I [XI 

16.  Does t h e  s e r i e s  contain c l a s s i f i e d  information' requiring secu r i ty  handling? E l  [ 1 

17. Does t h e  s e r i e s  i n i t i a t e ,  amend o r  terminate agency p o l i c i e s  and procedures? [ 1 [xl 

f 

Attach copy of summary o r  publ ica t ion .  

By state statute 

18. Could the  function be performed i f  t h e  f i l e s  were l o s t  o r  destroyed? [ 1 [ x l  
19. Is t h e  series ( o r  major por t ion  of  i t) regular ly  microfilmed? If yes ,  why? [ 3 [xl 
20. Does the  record s e r i e s  provide da t a  as input t o  an E;DP f i l e ?  [ 1 [ x l  

21. Does t h e  record s e r i e s  contain documentation produced as EDP p r in tou t?  [ I [ x l  

Only after case has been closed, could function be performed 

22. Has the  Federal Government i ssued  in s t ruc t ions  governing t h e  retention/dispo- [ 9 [ 3 
s i t i o n  of t hese  f i les? 

Federal  Manual on Pol icy  (Chapter 9; Section 3) 
23. W i l l  t he re  be a need f o r  these  records 10, 15 years from now? I f  yes ,  what? [ 1 [ x l  -___ 

24. R E b u I R E E N T s .  The following requires the f i l e s  t o  be k e p t  3 years  : 

a. [ ]STATE b. [ ISTATUl'E OF c .  [ ]AUDIT d .  m D E R A L  e .  [ ]ADMINISTRATIVE f .  [ ]HISTORICAL 
LAW LIMITATION PERIOD L A W  DEC I S I011 VALUE 

(C i t e  Law, S t a t u t e ,  or other  reason for  t h e  rptont ion requirement) 
Chapter 9, Section 3 Federal MmUal on Policy 

(See a t tached)  
-- - 

25. AGENCY RECOMMENDATIONS. Thisagency  recommends t h a t  the  f i l e  s e r i e s  be cut o f f  at the end 
of each -[]CALENDAR YEAR -LpISCAL YEAR -B]oTHER see be lo  W ,then : -. . 

Upon c losure  of  a case i n  accordance with Chapter 9 ,  Section 3 of  t h e  
Federal  Vocational Rehabi l i ta t ion  Manual, place all papers i n  t h e  
i n a c t i v e  f i l e ;  then cu t  o f f  t h e  inac t ive  f i l e  at t h e  end of  each 
f i s c a l  year ;  then t r a n s f e r  t o  t h e  S t a t e  Records Center o r  Local Hold- 
i n g  Area (whichever i s  n e a r e r ) ;  then hold 3 yea r s ;  then destroy. 
1 cu. f t .  of each years accumulation from each Rehabi l i ta t ion  cen te r  will be r e t i r e d  
annually t o  the  State  Archives. (This i s  r e t roac t ive  t o  1965.) 

Except t h a t  

( Ind ica te  b r i e f l y  r a t i o n a h  for reconmendations aboue/or write addi t ional  remarks) : 


